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Cincinnati Metropolitan Housing Authority
H o u s i n g  C h o i c e  Vo u c h e r  P r o g r a m ( H C V )

Yo u  m a y  c l i c k  t h e  l i n k s  a b o v e  t o  m o v e  d i r e c t l y  t o  t h e  t o p i c

Registrat ion
Intake Appl icat ion

Brief ing and Voucher signing
Voucher Extension Request

Request For Tenancy Approval  (RFTA)
HAP Contract  & Lease Submission

CMHA
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Family’s Portal

2

Intake  
Online submission of required forms and 
verifications

Online Briefing & Voucher Issuance
Watch your briefing video online and sign your 
voucher

Request for Tenancy Approval (RFTA)
 
Invite a potential Landlord to submit a RFTA or sign 
a RFTA that has been submitted to you for review
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Landlord’s Portal

3

Request for Tenancy Approval 
(RFTA) 
• Submit a RFTA or sign a RFTA that has 

been submitted to you for signature
• See Updated Status of RFTA’s in process

HAP Contract & Residential 
Lease Submission
• Electronically sign your HAP Contract
• Submit your Residential Lease with the 

Tenancy Addendum
• Direct Deposit information
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What Does This Mean

4

24/7 Access

Email Notifications/Portal Awareness

Access to your Voucher in your “Section 8 
Briefing” box in your Portal

Ability to know what RFTA’s have/have not 
been Submitted Successfully for Review

RFTA Status Updates on Process
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Resident/Landlord Portal Location

Directly at myinfo.cintimha.com

Website: myinfo.cintimha.com

 Click on Applicant if not on the program or Resident if a current member of the program

5
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Resident/Landlord Portal Location

6

Website: www.cintimha.com

 Click on Signup & Login

 Then Resident Portal 

http://www.cintimha.com/
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Resident/Landlord Portal Location

If you have not registered, you will need to register 
with the Registration Code provided by CMHA.  
Your registration code is located on your notice 
regarding the Rent Café Portal.  If you do not know 
your registration code, you may call Customer 
Service at 513-977-5800 and they can assist you.

7
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Portal Registration
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• Choose the appropriate login

Applicant – New to the program Resident – Is or has been assisted on program

                           Landlord – Property Owner/Manager on the program
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Portal Registration
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• Enter your registration code

• Complete registration process
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Intake Application
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• Once you have logged into your account you will click 
“Certifications”
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Intake Application
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• Next you will review the due date and click “Continue” to begin the 
process
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Intake Application

12

You can now begin your 
Application/Annual 
Recertification Process by 
following the prompts on the 
screen.

You will notice a progress 
bar at the top of the 
application/recertification 
pages and process flow to 
the left.
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Intake Application

13

Let’s look at household member 
information. . .

The household members we have 
on file are listed below:

Click Review and Confirm to 
review each family and provide 
updates, if needed.

Click Add Household Member to 
report new members who will be 
living in your home.

Click Delete to remove any 
members who will not be living in 
your home.
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Intake Application

14

Application Progress    35%

• You will be asked a 
series of questions 
before adding details 
for income, assets, 
and expenses.

• You must provide 
verifications for all 
reported income, 
assets, and 
expenses for your 
file to be complete 
for review.
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Intake Application

15

• You will notice you have the option to go back, 
but you cannot skip ahead until you have 
confirmed information in each category.

• Once you have completed entering income, 
asset and family information, you will then 
upload verifications, and then you will be 

asked to review and certify that it is true and 
complete prior to signing required forms.
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Intake Application

16

• Verifications must be uploaded for all income, assets, and 
expenses for the household.  You may also upload any other 
items you like under the “Scan other household documents” 
such as photo id (adults), birth and social security number 
verifications for all persons.  You can upload more, view, or 
delete at any time. 
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Intake Application
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• You will review information submitted by 
you through the workflow and will need to 
certify that it is true and complete.
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Intake Application
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• You will need to sign electronically for the Head of Household and 
other Family Members 18 years or older will need to sign 
electronically. You will need to email them to log in to sign their 
documents by the indicated deadline.
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Intake Application

19

• Next click on  Click 
Here to Sign Box 
to pick an electronic 
signature to apply to 
your application, 
then click and save 
to continue.

Disclosure & Consent
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Intake Application

Make sure to scroll through the signature 
documents completely and click both the 
signature box and the date box.

Every family member 18 and over needs to pick 
a signature and sign and date all authorizations.

20

You will click at the name and 
date.  You can continue 
scrolling or click – “Jump to 
Next” until all forms have 
been completed.  
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Intake Application

Each box that requires a signature will be 
highlighted. Click on the boxes and a green check 
mark will appear.

21
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Intake Application

22

Application Progress    100%

• Once all members have signed all 
authorizations and you have 
submitted your Application/Annual 
Recertification, you will see that 
the progress bar says 100%. 

You will receive email confirmation 
of submission along with a copy of 
forms completed.
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Intake Application

23

• You have completed your online  
Application! You can log back in and 
upload requested documents, 
communicate with the TEAM and view 
your documents once your Application has 
been processed.

• Please note that if your application is not 
completed or all verifications are not 
received by the provided deadlines you 
will be removed from the waitlist and will 
need to reapply for the waitlist when it 
reopens.
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Briefing & Voucher Issuance
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• Families will receive 
email & USPS 
notification that a 
voucher has been 
issued and the 
Family must go 
online to view the 
Briefing Video and 
sign their Voucher.  
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Briefing & Voucher Issuance

25

• To access Briefing Video & Voucher for Electronic Signature
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Briefing & Voucher Issuance

26

• The Family can see their Voucher number (needed for online RFTA submission) as well as 
their issuance/expiration date.  In this example, the only option is to start the briefing to get 
to their voucher to sign.  If the family does not complete the online briefing process, the 
voucher will expire.  If an Applicant’s voucher expires, they will be removed from the waitlist 
and will need to reapply when the waitlist reopens.  If a Participant’s voucher expires, their 
participation in the program may end depending on their current unit’s standing. 
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Briefing & Voucher Issuance
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• Once the family starts the 
workflow, they will receive 
an email verifying the 
start of the process
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Briefing & Voucher Issuance

28
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Briefing & Voucher Issuance

29

• Briefing is 40 minutes long 
and provides the needed 
information regarding the 
Housing Choice Voucher 
Program.  The Family 
should click the “Here” 
button to be directed to our 
website to receive a copy 
of their Briefing Packet 
which includes additional 
information and forms for 
their reference. 
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Briefing & Voucher Issuance

30

• The Family may add an Emergency Contact if they like. 
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Briefing & Voucher Issuance

31

• Signature Page.  Additional spot for Family to click “Here” to receive a 
copy of the Briefing Packet. 

• Below shows “Click Here to Sign”   - this will be their Voucher
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Briefing & Voucher Issuance

32

• Above will be signed 
acknowledgment for 
Emergency Contact or 
choice to not have one.  

• Bottom is the signed 
Voucher. 

• Will turn from Sign/Date 
to green checks once 
signed.
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Briefing & Voucher Issuance

33

• Family will receive an email 
confirming the completion of 
the Section 8 Briefing.  This 
email will also include a copy 
of the signed voucher. 
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Voucher Extension

34

• The family may request an extension.  Please note that CMHA is not obligated 
to provide extensions and families are not entitled to a hearing for voucher 
expiration or not receiving an extension. 

• To Request an extension – click “Request Extension”
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Voucher Extension

35

• System will ask to confirm if they are sure 
they want to request an extension.  Once 
confirmed a new window will appear to 
enter the reason an extension is needed. 
Family will complete and submit.
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Voucher Extension

36

• If the voucher extension is approved, the family must complete the briefing 
workflow again, to sign and receive the extended voucher.   Please note that 
if RFTA’s have already been submitted for review – the expiration date with 
tolling may differ. 
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Family Driven RFTA  Online Initiation

37

• If the Family locates a unit they would like to submit a RFTA for, they may send 
the landlord an invite via their portal.  This will notify the Landlord of their 
interested unit as well as their voucher number to submit it.  

• The Family will click “Invite Landlord”
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Family Driven RFTA  Online Initiation

38

• The Family will enter the requested information and preview the email
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Family Driven RFTA Online Initiation

39

Family Driven

The Family will have the 
opportunity in their portal 
to invite a Landlord to 
complete RFTA online.
Landlords will receive an 
email containing the 
Family’s Voucher 
information to begin the 
process.
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Landlord Driven RFTA Online Initiation

40

Landlord Portal

RFTA Location

• Landlord’s can initiate the RFTA 
Process with a Family by 
Clicking “Add New RFTA”

• Landlord will need the Family’s 
Voucher Number
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RFTA – Voucher Validation
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• Landlord will enter the Family’s 
Voucher Number

• Located on the Email received 
if Family Initiated

• Family Voucher

• Enter as Shown (include 
dashes) – Click Validate
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RFTA – Voucher Validation
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• Once Validated, 
the Family’s name 
and Voucher 
Bedroom Size will 
Appear
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RFTA – Progress Tracker

43

Left Side – Workflow Pages Top – Progress Tracker
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RFTA – Landlord Contact Information

44

• Left Side will prepopulate with 
Landlord’s Portal Information

• Right Side will need completed 
for Landlord’s Address 
Information. After the 1st 
Completion, it will Prepopulate
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RFTA – Rental Unit Address
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Address #1 – Street address only
Street address – line 2 – this is only for unit numbers or unit location (front/back/1st 
floor, etc)
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RFTA – Lease Information
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• Landlord will enter 
Details Regarding 
Unit and Lease 
Details
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RFTA – Lead-Based Paint Disclosure

47

• Landlord will 
Select Appropriate 
Box for Lead-
Based Paint. If 
unit is older than 
1978, the Top 
Option is Not 
Available
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RFTA – Utility Responsibility

48

Landlord will need 
to Select the 

Responsible Party 
for all Utilities

• If Family Pays any Natural Gas 
Utility, Mark “Tenant for Natural 
Gas All

• If Family pays Electric Utility, 
Mark “Tenant” for Electric All

NOTE: Heating, Water Heating, and 
Cooking – only 1 Fuel Type Option should 
be selected. For the Other Options that do 
not Pertain – Mark “N/A” in the Drop-Down 
Menu

NOTE: Indicate who is providing the 
appliance.  Example shows Landlord 
providing the range and tenant providing 
the refrigerator.
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RFTA – Comparable Unit Details

49

If the landlord owns more than 4 
units within the premises where 
the applicant is applying, this 
page MUST be completed.   

If not, click “Next”
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RFTA – Documents

50
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RFTA – Documents

51

• The Workflow will 
Require Documents to be 
Uploaded to Move to the 
Next Step.

• NOTE: Documents 
Submitted will be 
Reviewed for Accurate 
Completion and that all 
Needed Documentation 
Must be Submitted to 
Continue the Process
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RFTA – Sign and Submit

52
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RFTA – Sign and Submit
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Landlord will sign using Mouse/Finger or 
in Upper Right-Hand Side – Choose a 
Script Signature

Landlord will Review the Disclosure and 
Consent – Then Select “Agree and 
Continue”
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RFTA – Sign and Submit

54

The RFTA will Display for Review Prior 
to Signing and Dating
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RFTA – Sign and Submit

55

Click to Sign and Date
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RFTA – Sign and Submit

56

Family’s will then Log into their 
Portal to Review and Sign the RFTA 
for it to be Submitted to CMHA for 
Review. The Family’s will Select the 
“Section 8 Briefing” Box in their 
Portal – View RFTA – Locate RFTA – 
Click Here to Sign
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RFTA – CMHA Review

57

• Once the RFTA has been Sign by Both Parties, it will be Submitted to CMHA for Review

• CMHA will conduct the following Required Reviews:

• Background Checks
• Affordability
• Rent Reasonableness
• Water Bill Requirements

• Check your Email – Frequently for Updates
• If there are any Corrections, Additional Items or Reponses for Lower Rents, you will 

Receive Notification via Email
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RFTA – Track and Status

58
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RFTA – Track and Status

59
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RFTA – Next Steps

60

RFTA Submitted and Approved Unit Passes Inspection

Lease Start Date has been 
Approved

CMHA needs the HAP Contract 
and Residential Lease with 
Tenancy Addendum Submitted 
for Review
• HAP Contract Workflow will be 

Initiated. Landlord will be Notified Via 
Email and/or USPS mail
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HAP Contract - Notification

61

• Landlord will receive instant Notification 
via Email (if on file). A copy of the 
Letter will be Sent via USPS. 

• The HAP Contract and Residential 
Lease with Tenancy Addendum is 
due within 30 Days of the Lease 
Start Date
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HAP Contract - Location

62

• Landlord’s will now have a “HAP 
Contract” Box appear on the Home 
Screen of their Portal.

• Click the Box to View any Outstanding 
HAP Contract/Residential Lease 
Requests
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HAP Contract - Workflow

63

• Landlords with Multiple Outstanding HAP Contract/Residential 
Leases will see a Workflow for each Family. The Workflow will 
indicate the Family’s Name
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HAP Contract – Documents

64

• Landlords will Upload their Residential Lease for Review. The Landlord should 
attach the HUD Required Tenancy Addendum to their Lease. If the Landlords 
needs a copy of the Tenancy Addendum, they can locate a copy in their “Forms” 
Box on their Home Screen to Upload to the Workflow.
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HAP Contract – Sign and Submit

65
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HAP Contract – Sign and Submit

66

• Once Landlord has signed the HAP Contract, the HAP Contract and Residential 
Lease with Tenancy Addendum will be submitted to CMHA for Review Accurate 
Completion compared to RFTA that was Submitted for this Family/Unit
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HAP Contract – CMHA Review

67

• Once the HAP Contract has been Signed, it will be Submitted to CMHA along with 
the Residential Lease and Tenancy Addendum for Review

• CMHA will review the RFTA Terms and Residential Lease Terms Match, such as:
• Unit
• Family Name
• Lease Start Date (Matches HAP Contract Start Date)
• Lease Term (Minimum – 12 Months)
• Utility Responsibility
• Signed by Both Parties
• Execution Date within 60 Days of Lease Start Date

• Check your Email – Frequently for Updates
• If there are any Corrections or Additional Items Needed, You will Receive 

Notification via Email
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HAP Contract – Completion

68

• Once all Items are Verified as Complete, 
the Move will be Finalized. Any HAP 
Payments will be Paid on the Next 
Applicable Checkrun

• The Family will Appear Under your “Unit 
Info” Box on your Portal Home Screen

• The Process is now Complete
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Questions

69
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